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IOWA INSTRUCTION 120-394 — PURCHASING PROCEDURES

IA394.0 PURPOSE

This lowa Instruction explains the procedures for purchasing IT equipment, supplies,
furniture and equipment, vehicle repair, maintenance and accessories.

Further instructions regarding purchasing will be located under File Code 120.
IA394.1 SCOPE
These instructions will be followed by all NRCS employees.
IA394.2 FILING INSTRUCTIONS
This lowa Instruction will be posted on the lowa NRCS Employee Website, which can be

accessed at http://www.ia.nrcs.usda.gov/intranet/ under the lowa NRCS eDirectives
System section.

Richard Sims
State Conservationist
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IOWA INSTRUCTION 120-394 FIRST EDITION — PURCHASING PROCEDURES

. PURPOSE:

This lowa Instruction explains the procedures for purchasing IT equipment, supplies, furniture
and equipment, vehicle repair, maintenance, and accessories.

All flowcharts have been revised to improve procedures and ensure compliance with the

Federal Acquisition Regulation (FAR), the Agricultural Acquisition Regulation (AGAR) and
local purchasing guidelines.

. ROLES AND RESPONSIBILITIES:

All NRCS employees involved in the process of acquisition of supplies, services and
construction (including the creation of a requisition, administrative approval of a requisition,
certification of funds availability and purchasing against a requisition) are responsible for
adhering to the processes identified in the following purchasing flowcharts.

. PROCESS:

Attached are four flowcharts. They are:

e Purchasing Supplies and Equipment under the Micropurchase Threshold

e Purchasing Supplies and Equipment Over the Micropurchase Threshold, all Services and
Construction and End-of-Year Purchasing of Equipment

Purchasing or Repairing IT Equipment
e Purchasing Vehicle Repair, Maintenance and Accessories

These flowcharts will take you step by step through the approval and purchasing process. For
anything that does not fall into one of these categories, an AD-700 will need to be sent to
Management Services Division in the State Office.
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Purchasing Supplies and Equipment Over the Micropurchase Threshold,
all Services and Construction and End-of-Year Purchasing of Equipment

PURPOSE:

To provide all NRCS employees with the appropriate process for purchasing supplies and equipment over the

micropurchase threshold limit of $3,000. The flowchart is also to be used for all service and construction requests, regardless of
cost, and end-of-year purchasing of equipment.

SCOPE:

All NRCS employees, statewide in lowa.

A}

NOTE: All furniture requisitions OVER $3,000 require consideration of UNICOR products (www.unicor.gov) before purchasing from ibExpress and
GSA sources. If UNICOR products either fail to meet your specifications or are unreasonably priced please attach the information to the AD-700.

* CONSTRUCTION ORDERS estimated to cost over $2,000 require MSD’s use of formal solicitation procedures (MSD; and not Requestors, will
obtain quotes). The requestor shall attach contact information for a minimum of three contractors and a Statement of Work to the AD-700.

Employee needs X

fair and reasonable
quotes from three sources (if

Employee sends email or memo to LT member:

\ :

What is needed?
y ~  Why is it needed?
AD-700 with supporting
documentation is sent to State Office: E
e What
o Why » Does LT member approve? >
« Justification that the price is Z Y\ N

other than UNICOR, GSA, etc.)

If requesting end-of-year
equipment, data is entered into
Equipment Needs Spreadsheet.

Please see info above *
for Construction requests.

Does STC Approve?

Contracting forwards AD-700 to SAQ.

L,

Employee notified

A

SAO signs AD-700

SAO sends AD-700 to contracting

L_1

R

Does vendor accept purchase card?
Y N

A 4

H

\ 4
fN\XL Does it cost over $3,000?

v
Ms the Vendor require a Purchase Order?

MSD can create order form by using
OF-347 generated in GSA Advantage,
afillable PDF form or through IAS.

y
Card holder buys it using purchase card. r/

H

Send email to Admin Secretary to
enter final invoice info in Equipment
Spreadsheet (if applicable)

;

A 4

There must be a Purchase Order
and it must be entered into IAS

Budget Officer
certifies availability » N
of funds.
\ 4

Will vendor be paid via M.O.
(Miscellaneous Obligation)?

2/

A

;

MSD makes purchase (requisition
and award) and updates
Equipment Spreadsheet

+_|

Card holder approves purchase

Invoice is verified and either paid by MSD or
forwarded to IAS requisitioner for receiving

I_+

Card holder’s supervisor approves purchase

!

MSD submits to NFC for payment

5/3/2012

| [

Before purchase is made, get
direct deposit information from
vendor and approval document,
forward to FNM to set up

obligation.

Finance provides obligation
document number to AMA
and/or Requestor.
Purchase may then proceed.

l}

MSD makes purchase and updates
Equipment Spreadsheet

v

Send invoice with certification
of receipt of goods to Financial
Management (FNM) Section
for payment

v

MSD enters final total in
Equipment Spreadsheet




Purchasing or Repairing IT Equipment
Computers, software, peripherals
(Not for “Supplies” like toner, fuser kits, maintenance kits and transfer kits)

PURPOSE: To provide NRCS employees the proper process for purchasing or repairing IT equipment. The chart
also applies to items outside of the scheduled IT purchasing cycles. q

SCOPE: All NRCS employees, statewide in lowa

Employee needs "X’

A

Requestor creates AD-700 with assistance of local OCIO Rep and sends to LT member

¥
4/\4 Does LT member approve? A,/l
[N\ [

. AD-700 is sent to Contracting
Office notified ¢
Y Contracting determines what TYPE itis (I, II, I1l) and finalizes cost with OCIO
v

Does SAQ approve? >

A

Ne
JAA\

Budget Officer certifies fund availability and
determines which budget source shall be used

v

MSD requests approval from OCIO
[
) 4
OCIO Group manager approves and returns to contracting

v

Contracting gets IT IA number (for all types) and updates Type | Spreadsheet (if Type |)
Contracting sends AD-700 to OCIO

Isita TYPE | item?

OCIO makes purchase Ai Does vendor accept purchase card?

\ 4

C

Before purchase is made, Contracting gets direct
deposit information from vendor and approval Contracting forwards approved AD-700 to

document, forward to FNM to set up obligation. the appropriate card holder for purchasing.

: , :

Finance provides obligation document number to AMA
and/or Requestor. Purchase or repair may then proceed. Purchaser approves transaction

v
v

Send invoice with certification of receipt of goods to
Financial Management (FNM) Section for payment ~ Purchaser's supervisor approves transaction

311412012



Purchasing Vehicle Repair, Maintenance and Accessories

PURPOSE: For repairing, maintaining and equipping vehicles with required accessories
(Includes Calc-an-acres and All-Terrain Vehicles) \

SCOPE: All lowa NRCS employees
P Is it routine maintenance? R
Y (Oil change; tire rotation; wiper blades; flat tire repair; car wash) N
v
Make purchase and pay with the vehicle fuel card. Requestor emails or sends memo or AD-700
File receipt in the Vehicle Expense envelope. to supervisor and includes:
o  What
o Why
¢ o Justification that the price is fair and
reasonable
P Did LT member approve? - ~ or ~
N / Y auotes from three sources
I
v v

; P Are funds available
Employee notified 4——& (In Vehicle Log)? v

v

Enter information in

ASTC-FO certifies funds are available in Area ~OR~ ¢ Vehicle Maintenance Log.
Budget Officer certifies funds are available in State Office

v

Does the order cost over $2,500?

/e .
ALY :

\ 4
The order must be reported by Contracting ¢
through the FPDS-NG website.
- Does vendor accept fleet card? -
Yj N
v -
> Does it cost over $30007? - Before purchase or repair is made, get direct deposit
Y N information from vendor and approval document; forward to
FNM to set up obligation
Contracting must create purchase order. A
ing wi i Fi i ligati AMA
Contact Contracting with card #, license 1| Use the fleet card o purchase  |¢— inance provides obligation document number to

#, vendor name and amount for override and/or Requestor. Purchase or repair may then proceed.

— !

If store’s card machine rejects fleet card, contact Contracting for override Senq invqice with oertficatiomof receipt ol gopdisiorn senviges
to Financial Management (FNM) Section for payment

— :

Notify AMA or Contracting of final costs ——— » AMA or Contracting updates Vehicle Maintenance Log
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Purchasing Supplies and Equipment Under the Micropurchase Threshold

PURPOSE: To provide all NRCS employees with the appropriate process for purchasing supplies up to the micropurchase threshold limit (if funding
is available in your State or Area Supply Budget) of up to $3,000 for supplies and equipment. Supplies include consumable IT items such as
toner, transfer kits, fuser kits and maintenance kits.

SCOPE: All NRCS employees, statewi‘de in lowa. Each Area and State Office receives quarterly allocation for supplies and equipment tracked in
spreadsheets.

A}
I Employee needs X |

Requestor emails or sends AD-700 to supervisor and

includes: Requestor emails or sendé memo to supervisor and
o What i Y
includes:
e Why e What
« Justification that the price is fair and reasonable . Wh

~or~

y
quotes from three sources {f ther than GSA) o Justification that the price is fair and reasonable

~or~
quotes from three sources (if other than GSA)

! —

Did appropriate LT member approve the AD-700? ;k Does supervisor concur? i
N

v Pk

| Employee is notified |

A

Are funds available?
(Budget Officer certifies)

A 4

Are funds available in Area Office allocation?

AD-700 sent to confracting for procurement

Contracting may make purchase or return to -
{ o ardgh o[dyer P :fk o purchase) L Purchaser enters in Supply Log.

I ASTC-FO certifies funds are available

‘ Amount is entered in the Area Supply Log I

i—l

Does employee have Purchase Card?

N
9 Vendor accept % »
Y \ Purchase card? N Vendor accept Purchase card?
- Before purchase is made, employee gets direct deposit information Card holder makes purchase
AMA/DC purchases item from vendor and approval document (AD-700)

and forwards to FNM to set up obligation.
Card holder approves purchase and H £

AMA UPdates Area Supply Log Finance provides obligation document number Card holder approves purchase and
with final order total. to AMA and/or Requestor. AMA Updates Area Supply Log
Purchase may then proceed. with final order total.

:

1 MSD coordinates the purchase

:

Invoice with certification of receipt of goods is
sent to FNM and bill is paid.

:H Card holder's supervisor app! purchase

N

5/3/2012



